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State of Tennessee Department of Children’s Services 

Administrative Policies and Procedures: 31.17 
 

Subject: Authorization and Use of Broker Day Care 
Services for Children at Risk of Custody and for 
Children Residing in DCS Foster Homes 

 Supersedes: DCS 13.17, 4/26/00 Local Policy: No 
Local Procedures: No 
Training Required: No 

 

Approved by:  
 

Effective date: 
Revision date: 

04/26/00 
06/01/03 

Application 
To All Department Of Children’s Services Program Operations Employees. 

Authority: TCA 37-5-106 

Policy 
The use of Day Care services funded by Social Security Block Grant  (SSBG) funding is 
an appropriate intervention and prevention service provided for children referred to the 
department for alleged abuse and neglect.  Day Care is also an appropriate support 
service for DCS foster parents who are caring for children who have not reached school 
age or who need before or after school care.  Child Day Care can also help ensure and 
monitor safety needs for some children, and support single and/or employed foster 
parents in their care of young children with special needs. Day care services are 
acquired through the Department of Human Services Broker Day Care system.     
Day Care services is defined in this context as a service involving the care, supervision, 
education and guidance of a child on a regular basis for periods of less than 24 hours 
per day in a place other than the child’s home.  

Procedures 
A. Referral for day 

care services 

 

1.  The need for day care services may be determined by, but 
 is not limited to the following:  

�� The need to prevent custodial placement into foster 
care, 

�� The need to address problems with child’s development, 

�� The need to enable an addicted parent to receive   
treatment,  
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�� The need to enable a sibling group to be place in one 
home, 

�� The need to enable children to be placed with relatives,  

�� The need to reduce the risk of harm to children who 
have been the subject of a CPS investigation, 

�� The need to allow a foster parents to maintain 
employment 

�� The need to provide day care services for a child age 
13-18 who does not have the capacity for self care. 

2.  A referral for day care services, form CS-0556, Broker Day 
Care Referral, shall be initiated by a case manager after a 
determination is made that day care services for a child is 
necessary for preventing a child from coming into state 
custody or for the support of a DCS foster parent.  

3. The referral form must be completed by the case manager 
and signed by the supervisor (team leader) and team 
coordinator.  No action for day care will be made without a 
completed day care referral form 

 

B. Appointment and 
responsibility of 
designated staff  

 

1. The regional administrator of each region will appoint a 
designated staff person to be responsible for monitoring 
referrals for day care services, their re-authorization and 
termination of services 

2. The designee will process the authorization for day care 
services when a completed referral is received from a case 
manager.  The referral must contain all necessary 
signatures.  Signatures must be original signatures.  Photo 
copied forms containing photo copied signatures will not be 
accepted.    

3. The authorization for service, form CS-0555, Authorization 
for Broker Day Care, shall then be sent to the appropriate 
Broker Day Care Agency. The Broker Day Care Agency will 
issue certificates for day care services to be provided.  
Upon receipt of certificates from the Broker Day Care 
Agency, the certificates will be forwarded to the assigned 
day care vendor agency. 

4. The Regional Administrator’s designee must maintain a 
copy of the referral and authorization.  

5. The Broker Day Care Agency will send a list of monthly 
certificates to each regional office for cross checking 
purposes.  A regional designee, different and independent 
from the designee for the referral process, shall ensure that 
all children listed on the Broker Day Care list of certificates 
are currently authorized for day care services. 
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C. Re-determinations 

 
 
 
 
 
 

 

1. A list of re-determinations is due 60 days in advance from 
the Broker Day Care Agency.   The regional day care 
designee shall send a copy of the list to each team 
coordinator within the region. The Team Coordinators 
shall ensure that a referral for continuation of services or 
termination of services is completed on all cases at six 
month intervals.   

2. If the regional office day care staff does not receive the 
referral form in 30 days, the day care case will be closed 
and the Broker Day Care Agency will be notified. 
  

Quarterly reporting A quarterly report will be prepared and sent to the Division of 
Contract Provider Services.  The reports will be due the 10th 

calendar day of the month following the end of each quarter of 
the fiscal year.  Reports will be due in October, January, April, 
and July.  The report shall contain the following information: 
  

�� Total number of children served during the quarter, 

�� Number of new children added during the quarter,   

�� Total number of families represented by the children 
served, 

�� Number of custodial children served, 

�� Number of non-custodial children served,  

�� Number of children served full time and part time.  

Forms 
CS-0556 Broker Day Care Referral  
CS-0555 Authorization for Broker Day Care 
 

Collateral Documents 
None 

 

Standards 
None 


